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Billing Preparation 
Control Procedure 


1.0 


OBJECTIVE 


This procedure describes the computerized Billing Preparation control of Tanza water District (TWD). It 
focuses on the calculation of water charges of every customer, generation of water bill via pre- printed 
Statement of Accounts (SOA), implementation of penalties, issuance of disconnection notices and 
collaborating the collection of payments in the data base. 


2.0 SCOPE 

This procedure covers the process of preparing the water bills of every customer, computing the consumed 

cubic meter accurately, total amount equivalent in pesos and the overall information of accounts related to 

customer billing. Also, ensures the safekeeping of customer records in the data base. 

3.0 DEFI NITION OF TERMS 

3.1 Billing and Collection System (BCS) - a computer-based system that provides a statement of account 
for a customer and it lists activity for a given billing period. 

3.2 Billing - the process of making out or sending SOA. 

3.3 Billing Cycle - guides TWD on when to charge customers and this is a recurring cycle that lets 
customers know when they can expect to be charged. 

3.4 Statement of Account (SOA) - are preprinted form used as billing statement to bill the water charges 
of customers in every billing cycle. 

3.5 System generated reports - are reports generated in the system that uphold the reliability of the 
billing information control. 

3.6 Biller — is the one who prepare the SOA and other billing activities. 

3.7 Meter Reading List - a system generated form indicating the list of accounts, their information and 
meter readings. 

3.8 Penalty List Report - a summary of accounts penalized. 

3.9 Disconnection notice - a system generated notice signifying that the account is overdue. 

4.0 REFERENCE DOCUMENTS 

4.1 Control of Documented Information Procedure 

4.2 Tanza Water District (TWD) Operations Manual 

4.3 Commercial Practices Manual for Water Districts 


4.4 Manual on Water Rates- LWUA 
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Billing Preparation 
Control Procedure 


5.0 RESPONSIBILITY AND AUTHORITY 

5.1 The Biller shall generate all system generated reports related to Billing Preparation control 
procedure. 

5.2 The Customer shall be responsible to remunerate his water charges as provided in the Statement of 
Account. 

5.3 The Meter Reader shall be responsible to read all water meters. 

5.4 The Customer Service Assistant (CSA) shall fulfill the entire services associated with the billing 
activities. 

5;5 Other concerned divisions who shall be guided to complete the execution to render the billing 
preparation control procedure, as the case maybe. 

5.6 The Division Manager shall be in charge of implementing the overall billing preparation control 
procedure. 

6.0 PROCEDURE DETAILS 

6.1 Billing Preparation Process 




Billing Preparation 
Control Procedure 


Document No. 

TWD-QP-CAS-004 

Revision Level 

0 

Page 

Page 4 of 6 



6.2 Preparation of Disconnection Notice 
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Meter Reader 

Shall issue the disconnection notice to the 
customer. 

Disconnection 

Notice 



Customer 

Shall affix their signature to the Disconnection 
Notice Receiving Copy. 

Disconnection 

Notice 

(Receiving Copy) 
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CSA 

Shall submit the receiving copy to the CSA and 
report to the Division Head. 

j 

i 

c - 

) 





6.3 Reports 


Reports 

Frequency 

Responsible 

BCS Reports (system generated): 

Uncollected Accounts 

Daily as per Zones covered in the 
Billing Cycle schedule) 

Biller/CSA 

Division Manager 

Billing Proof list 

Daily ( as per schedule) 

Biller/CSA 

Division Manager 

Billing List 

Daily ( as per schedule) 

Biller/CSA 

Division Manager 

Daily Billing Summary 

Daily 

Biller/CSA 

Division Manager 

Penalty Summary Report 

Monthly 

Biller/CSA 

Division Manager 

Monthly Billing Summary 

Optional 

Biller/CSA 

Division Manager 

Compilation of 

| Disconnection Notice Copy 

Monthly 

Biller/CSA 

Division Manager 


7.0 PERFORMANCE INDICATOR 


7.1 All accounts in the Meter Reading Lists are read, processed and billed. 
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7.2 All overdue accounts are penalized. 

7.3 All disconnection notices are generated and issued. 

7.4 All reports are filed and submitted. 


8.0 ATTACHMENT AND FORMS 


8.1 System Generated Report /Forms 

8.2 P re-printed SOA (Statement of Account) 



. Janzg.Water District 



Tanza W^ter District 


— 


OCT 2 7 2016 

MASTER COPY 


U 

M> 0 2. 2016 

CONTROLLED COPY 


This document is updated and controlled if it bears the red 
"CONTROLLED COPY" stamp. Otherwise ; please refer to the 
Document Control Center (DCC) for your updated copy. 


’'V-W’i 
'.'i VcfK 



m I: 


I f 


™ Ta kl , R f^ b(lc of the Philippines 

w f TAN2A water district 

NON-VAT REG. TIN 001-8eM 5 7» 


girl 

:!P3 




